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How To Connect and Share with a Web Services Provider
Many utilities and third-party service providers exchange

data directly with their customers’ Portfolio Manager “ Table of Contents
accounts via web services. Depending on your needs, one
or both of these options might be right for you: v Part 1a: Add Provider as Contact
v Your Utility. Increasingly, utilities are making this v Part 1b: Provider Accepts Connection
service available to customers for free (mostly in areas
where there is a state or local benchmarking ordinance). v Part 2a: Share Property and/or Meters
This is a good option for users with multiple tenants and with Provider
no access to tenant energy bills, or anyone managing a V' Part 2b: Provider Accepts Property and
large portfolio. Most utilities require you to set up this Meter Shares
process only once, after which your data will be updated
on an ongoing basis. Check to see if your local utility v" Appendix A: Using the “Find & Connect
offers web services using EPA’s utility data access map with My Utility” Feature
and/or directly within the Portfolio Manager interface
(see Appendix A).

v Energy Service Providers. Many energy service providers (such as utility bill payment companies,
software-as-a-service providers, and energy consultants) include this functionality as part of their fee-
based offerings. This is a good option if you don’t have the time or staff resources to do energy
benchmarking, but are seeking ways to bring your efficiency efforts to the next level. Visit the list of
ENERGY STAR service providers that exchange data with Portfolio Manager.

Once you've identified a web service provider and decided to use their service, you will need to set up
a connection with the web service provider’s account and share access to the relevant Portfolio
Manager records. The steps below outline how to do this.

1A Add Web Services Provider as a Contact

> ENERGY STAR® . cnntitoome. szt | worncaons @ SnERGY mw
The first step is to add the provider as a PortfolloManager- —
contact:
MyPaortfolio sharing Reporting Recognition
1. Click the Contacts link in the upper My Contacts | < (> oew ot
rlg ht- hand CO rn e r . b Mﬁf::‘;' kf.no?omwlcm#::ﬂ::m information) ‘\Ir::rt::::::mnm as a contact, rt;-‘:l:ngmrslhwc:hn::;mﬁ::&y:::;g;cmm
and you can share your properties & reports with any of your connected contacts, You can “connect 1o other Portfolio hanager users by searching for their
accounts and send & connechion RSt
2. Onthe My Contacts page, select Add I
| Share | Edit | Dele « | Aca mec(l wdd Organization
Contact. Name o Orgsnization 3

Test Contact (No Account)

Proparty Manager Tt Orwmer
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https://www.energystar.gov/buildings/owners_and_managers/existing_buildings/use_portfolio_manager/find_utilities_provide_data_benchmarking
https://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/save-energy/expert-help/find-spp/web_services

3. Onthe Add Contact page, search for a

provider organization by name,

username, or email address. Typically,
the provider will let the customer know

the specific username on which to

search.

4. Select the provider organization from
the search results (make sure it has the
“chain link” symbol that shows it is a

web service provider) and click the

Connect button.

5. After selecting Connect, you will be
prompted to accept any terms of use

specified by the provider. Some

providers also require you to enter

additional information via custom
fields.

6. Select Send Connection Request.

7. After sending the Connection request,
you will receive confirmation that the
request is pending acceptance by the

web services provider.

MyPortfolio Sharing

Reporting

MyPortfolio Sharing Reporting Recognition

Add Contact

Thre e two vy 1o dd 8 contact, First, seanch below 10 36 if the contact you would ik 1o add as a Portfoba Manager account. Il you find the person, send a
Connection Request, and when they scoept the request, they will be added lo your Conlacts, Secord, f the conlact you would ke 1o add does not have a Portich
Manager aceount, then you can create an enlry within your personal contacts.

Find Contact in Portfolio Manager u Connecting with Other Users

Search using any of the crilena below: I yom) Thifik youur CoEAc already Pt N BCCOURE In

Portfoha Marager, seaecn for them 1If you find e

HNamg: | | persen, serd a Connection Request. and if they accept
oy 'will D added 10 your CONACTS. You can easily
B8 VOUT ¥, Informianon with contacts.
Crganizasan | | Share Your propeny. your
Usemanms: ]Sm-pl:_\rm_sa\u_ﬁcmdm | u Keeping Personal Contacts
It Ehe Contact you want 1 a6d doas net have a Pedfolla
Email | | Manager account, you can st acd them 25 your

personal contact

Organizing Personal Contacts by
Organization

Search Results

The results of your search are ksted below. Clicking *Connect” will send a request 1o the person asking them to confirm your request to add them as your contact. f
they accept, you will see them listed as a connected contact in your address bocok. If they do not accept, or have not accepted yet, you will see them as an

unconnectad coRtact in your address book: Gonnecting with comacts will make n easies 10 share property informahon within Particlio Manager

Doe
@;Lﬂ MENa0E with Sampie Web Senice Provioer

Your Search Criteria

e Pl Jot] [+ ] [ e B
e
) E—

Search

4

Send a Connection Request to Jane Doe to Begin Exchanging Data

Jdane Doe requires the follawing in order to exchange data with your H you have any questions about how to complete this infcrmaticn.
please contact Jant Dos Once your connection request has baen accepted, you can shans indnadual properies and/or maters with hem 1o pet staned exchanging
data

Tems of Lise
Fiease click "Send Connection Regquest” 1o begin the process of workng
with Sample Web Senvace Provider b0 manage your enengy consumgplion
data

| agree ta my provider's (ang Doe) Terms of Use

4

Agreement " [E)
——
‘ Send Connection Request ' ance!

Recognition

You have successfully sent a connection request to Jane Doe. When Jane Doe has accepted your request, you will be able to share properties and, therefore,
authorize this provider to begin exchanging data with your property(ies).

1B

When the web services provider has
accepted your connection request,
you'll get a message in the
“Notifications” section of your
Portfolio Manager account,
accessible from the navigation bar at
the top of your screen.
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Web Services Provider Accepts the Connection
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PortfoliolVianager

Motifications

Sharing Reporting Recognition

View All Notifications (1)

Incoming Requests (0}

Outgoing Requests (0) Notices (1)

Type E .
o “Yiou are connected 10 Jane Dos
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2A  User Shares a Property and/or Meters with Web Service Provider

Note: Before you begin the process of sharing your
properties with a web service provider, please make sure
that you have reviewed any specific guidance that the

provider has issued. For example, some providers require

that you explicitly share your existing Portfolio Manager

meter records with them, while others will only need shared

access at the property level.

Now that you are connected to a provider, you can share
your properties and/or meters as needed:

1. Click on the Sharing tab and select Set Up Web
Services/Data Exchange.

2. Onthe Share Properties
for Exchanging Data MyPortfolio | Sharing | Reporting
screen, select the provider '

MyPortfoIiD Reporting  Recognition

(5)

My Shared Properties

Share (or Edit Access to)

a Property

‘ Set Up Web Services/
Data Exchange

Download Sharing Report

Recognition

from the dropdown Then Share Properties for Exchanging Data

select the specific SEETEIE T e

property(ies) you wish to
share. provider

Under “Choose

Check Existing View Results/ Confirmation
Permissions

Select Web Services Provider (Account)

to exchange data? You can share multiple properties at once with a single provider.

Sometimes it's really important to be able to share your property with someone else. Use this option to set up automatic exchange of data with your utility or service

n Unlike “regular sharing,” when you “bulk share”
with a Web Service Provider, you can only pick

on the reguirements/settings of the provider.

. . » : .
Pe rmissio nS, yOU can Set % Which web services provider (account) do you want to shars these properties with in order ~ ON€ Provider. This is because the bulk share depends

permission levels in bulk for

Select web services provider from my contacts book:

a” propertles and meters at ‘Jane Doe (Sample_Web_Service_Prc v| —
once (Path 1) or provide
different levels of access for Select Properties

include unsupported meter types, those specific meters will not be shared

2).

‘ Multiple Properties

3. Path 1: Bulk Sharing. You
can share all properties and

Choose Permissions

- T 4—

Selected Properties: 2

eaCh property/meter (Pat h % Which Properties do you want to share? Note that while you can share properties that

m eters at the Same o £ If you only need to choose one permission (because you are giving the same permissions
H H for all your shares), you can choose that permission here. Otherwise, you may assign
pe I’m | SS | O n Ievel (e . g .y F U I I (o) different permissions for different properties and/or contacts on the next screen.
AcceSS, Read O n Iy Access) . ‘@ Bulk Sharing (Simple Option) - | want to give all my properties and meters the same
“ permissions
Th e EXCh ang e Data' (@ Exchange Data Full Access (with full access to all properties and meters)
C usto m ACCeSS" O ptlo n (O Exchange Data Read Only Access (with read only access to all properties and

meters)

allows you to grant different

IeveIS Of access by meter electricity and gas, for all properties)

type, as long as those
access levels are consistent sach property andior meler
across all properties for
each meter type (e.qg., full
access to all electric meters
but no access to all gas meters).

After you select your permission level, click “Authorize

(O Remove Access (i.e. remove existing access to all properties)

‘ Authorize Exchange

Exchange.”

(O Exchange Data Custom Access (customized access by meter type, such as

(O Personalized Sharing ("Custom Orders") - | want to give different permissions for

Cancel

Note: If a web services provider requires the entry of custom fields, you will be prompted to download
an Excel spreadsheet to populate custom field values for each property/meter you are sharing. This
spreadsheet can then be submitted to the Portfolio Manager technical team, which will help to complete
the sharing process. The process of creating those shares will take about a week. If you only have a
few properties, it's much quicker to use Path 2 (below) and enter this information property by property.
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4. Path 2: Personalized Sharing. You can set different levels of access for each property here. After

selecting this path and clicking “Set Permissions,” you will be directed to the Share Your Property(ies)
page. You'll need to click Exchange Data individually for each property to assign access rights.

After you select Exchange Data
for a property, a dialog box will
appear that allows you to select
specific level of access for each
part of the property record,
including each meter. Options are
None, Read Only Access, or Full
Access.

If required by the web services
provider, the user will be prompted
to enter additional information for
properties and meters on this
screen. Examples of such fields
could include “utility account ID,”
“meter number,” or any other
custom identifier that a provider
needs to validate the share
request.

Note: some meters may be
greyed out. This means that the
web services provider does not
support that meter type. If this is
the case, the user will receive an
alert beneath the dialogue box.

After you select your
permissions for each property,
click “Apply Selections and
Authorize Exchange.” This will
take you back to the prior
screen, where you will click
“Share Property(ies).”

May 2021

MyPortfolio | Sharing Reporting  Recognition

Share Your Property(les) new Who gets to Share Forward?

To finish up, tell us what type of access the people you have selected should have for each of the properties A . .

that you have selected. The option to exchange data is only available for authorized accounts. :;:‘:SACC“S Automatically includes "Share Forward
Read Only - Automatically does NOT include "Share

Select Permissions for Each Contact Forvard rights

Custom - You decide, along with the individual

o [S)  The access levels you select do not have to be the same for each property or each permissions for property, meter, goals and recognition

& person permissions.

) Exchange Data -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Sort by: | Property Name
Read Only
No Access. Full Access
Name (ID) Access Custom Access | Exchange Data
Q O O
1234 Office Building (7554054)
Jane Dee o ] }
ABC Office Building (6663053)
Jane Doe O O
Prope Cancel

Select Access Permissions to 1234 Office Building for Jane Doe.
The following information is required by Jane Doe in order to provide service to your property(ies). If you have any questions about how to complete
this information, please contact them directly.

* |yourname@domain.com Example: yourname@demain.com

Please provide your email address in case we need to contact you.; 1 - 100 Characters

Your Email Address:

Select the permission level below that you would like to grant Jane Doe for each category.

Item None Read Only Access = Full Access Meter Number1 =
Property Information @] @] C
All Meter Information
Energy Meters
Andrew’s Meter 2 O O 12345
Electric Grid Meter @] o] 0] 54321
Electric Grid Meter - Green Power Complete Q Q O 67890
Natural Gas O O C 2424
® Water Meters
Goals, Improvements, & Checklists (@] Q O
Recognition O Q
@ The provider with whom you are sharing does not support this meter type
! Your Email Address: Example: 1234567, Meter number: Between 1 and 10 Characters
Additional Options:
Item Yes No
* Share Forward
Allow Jane Doe to share this property with others and give them any pemmissions that he/she has, including the right to share O o)

with more people.

Apply Selections & Authorize Exchange [#=hls=)]




2B Web Services Provider Accepts the Property and Meter Shares

When the web services provider has accepted the property(ies), you will be notified via a message in
the “Notifications” section of your account. If the provider has any questions regarding your share
request, they may reach out to you at this point.

MyPortfolio Sharing Reporting Recognition
View All Notifications (8)
Incoming Requests (0) Outgeing Requests (0)
i Clear
Type Notification ¢ Date - 0O
<‘ You are connected to Jane Doe. 2/25/2021 0O
-’C\ Electric Grid Meter - Share accepted by Jane Doe 2126/2021 O
< 1234 Office Building - Share accepted by Jane Doe 212612021 0
-’C\ Andrew's Water Meter - Share accepted by Jane Doe 2126/2021 O
< Natural Gas - Share accepted by Jane Doe 212612021 0
<‘ Electric Grid Meter - Green Power Incomplete - Share accepted by Jane Doe 2126/2021 O
< Electric Grid Meter - Green Power Complete - Share accepted by Jane Doe 2/26/2021 0
<‘ Andrew's Meter - Share accepted by Jane Doe 2/26/2021 O
F’ageoﬁ . | > View 1-8 of 8
@ Clear

At this point, the Connection/Sharing process is complete and the web services provider has the
necessary access within Portfolio Manager. However, please be sure to review your provider’s
guidance, as additional action may be required outside of Portfolio Manager to start the flow of data. If
you do not see updated data in your Portfolio Manager property record(s) within the timeframe
specified by your provider, please reach out to the provider directly to identify any outstanding actions
that may be needed.

% Learn More!

To learn more about Portfolio Manager, visit www.energystar.gov/benchmark.

To reference the ENERGY STAR Guide for Licensed Professionals, visit http://www.energystar.gov/buildings/tools-and-
resources/energy-star-quide-licensed-professionals.

To get answers to your questions, visit www.energystar.gov/buildingshelp.
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http://www.energystar.gov/benchmark
http://www.energystar.gov/buildings/tools-and-resources/energy-star-guide-licensed-professionals
http://www.energystar.gov/buildings/tools-and-resources/energy-star-guide-licensed-professionals
http://www.energystar.gov/buildingshelp

@ Appendix A: Using the “Find and Connect with My Utility” Feature

Portfolio Manager has a built-in functionality to help users identify whether the utility serving their property
can directly populate meter consumption data via Portfolio Manager web services. If your building’s ZIP
code aligns with that of a utility offering this service, you will be informed of this in two locations within

Portfolio Manager.

1.) From the “ENERGY STAR Noatifications” link (accessible from the top of the screen):

ENERGY STAR® weicome Account | Notifications © | ENERGY | Contacts | Help | Sign

PortfolloManager T e

View ENERGY STAR Notifications

Search Notifications

2021

¥ Fort Collins Utilities, may be able to send energy data to your building records. 02/26/2021

Your utility, Fort Collins Utilities, may be able to send energy data directly to some of your building records, using Portfolio Manager web services.
Fort Collins Utilities is listed as the utility for the following 1 properties within your Portfolio Manager account:

1234 Office Building

Click here for additional information and to see if this option is night for you. If this what you would like to do, you can connect with Fort Collins Utilities o get
the process started.

2.) On the “Energy” tab for your individual property:

MyPortfolio Sharing Reporting  Recognition
/ Change Metric
1234 Office Building poae 1 Weather Normalized ot
123 Main Street, Ft. Collins, CO 80521 | Mapt ificaty Source EUI (kBtufft?) es?
Portfolio Manager Property 1D: 7554054 Current: N/A
Year Built: 2010
7 e Baseline: N/A
Summary Details Energy 1 water Waste & Materials Goals Design

Meter Summary YYour utility, Fort Collins Utilities, may be able to send energy data directly to this building record,
using Portfolio Manager web services, Click here for additional information and to see if this
§ Energy Meters Total option is right for you. If this is what you would like to do, you can connect with Fort Collins

Utilities to get the process started

5 - Used to Compute Metrics

Add A Meter

In either case, you will be provided with a link to more information about your utility’s offering (which will
include the specific steps required to request and begin receiving data). There will also be a link to help you
easily Connect with your utility via Portfolio Manager, once you are ready to take that step. If you prefer to
connect by searching for a Portfolio Manager contact (according to step 1A in the preceding guide), you

can do that as well.

May 2021



	How Connect and Share with a Web Services Provider

